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CHAPTER I 
INTROIUCTION 
Statement of the Problem 
The major purposes o.f' this study were to determine 
through a j ob-acti vi ties s.nalysis the effectiveness of the 
curriculums offered in Boston University College of Practical 
Arts and Letters in prepai"ing the four-year secretarial 
majors for positions in the secretarial occupations, with 
implications for curriculum revision. 
Analysis of the Problem 
The following subordinate problems were developed in 
this study: 
1. Were the 1946, 1947, 1948, 1949, and 1950 
secretarial major graduates employed in 
jobs for which they were trained? 
2. How soon were graduates placed in office 
jobs--either before or after graduation? 
3. Through what scurce or sources did graduates 
secure their first jobs? 
4. What percentage of graduates received post-
college trainir.,g in the business field or 
other fields? 
5. Were the gradus.tes satisfied with their 
present posi tic,ns? 
6. What subjects studied in college did the 
graduates consider most helpfUl in their 
jobs? 
7. What subjects not taken in college did the 
graduates consider would have been helpful 
in their present jobs? 
8. Which office activities were most frequently 
performed2 
9. Which activities were the most frequently 
performed in specific areas? 
10. Which activities should be taught in school, 
on the job, or both in school and on the 
job in the opinion of the graduates? 
11. Which activities need more instruction in 
school in the opinion of the graduates:? 
12. Have graduates been able to adjust themselves 
as evidenced by the number of different jobs 
held since graduation? 
13. In what ways could the college have helped 
the graduate more? 
Justification of the Problem 
All other qualifications being equal, people with post-
high school training are usually given preference in office 
positions. 
During the war, when labor was scarce, people with 
little or no training were given good office jobs. When 
2 
qualified workers were available, however, there was a trend 
toward establishing higher standards. 
Employers want efficient, well-trained office workers, 
and the aim of the programs of study at the College of 
Practical Arts and Letters is to develop competent office 
workers. 
3 
Since the future occupational needs of students enrolled 
in Practical Arts and Letters will depend in a large measure 
upon what business offices require, a survey of office 
activities being performed by current workers seemed necessary. 
Even though curriculums change frequently to keep pace with 
the rapidly changing business world, there is a need for 
opinions of graduates in regard to what has been found helpful 
or lacking by them in their occupational adjustments. 
One of the major objectives of a survey is to secure 
data that will develop better guidance of those still in 
school, Surveys enable schools to improve their instruction 
of future graduates. The improvement of instruction is made 
possible from the experiences of those already on the job. 
In regard to surveys, ~bitney1 says that using an 
activity analysis for the purpose of curriculum construction 
is based on the theory that learners should be taught to do 
better what they will do anyway. 
Strong2 presents the importance of a survey as a basis 
for analyzing and revising the curriculum as follows: 
Schools need to keep their curricular material 
constantly revised and reorganized in order to keep 
pace with these changes. Such reorganization of 
materials can be accomplished only through me.king 
periodic surveys and analyses. Business education~ 
especially vocational business education, has not 
kept close enough to actual business practices. 
1Vihitney, Frederick L., The Elements of Research, 
Prentice-Hall, Inc., New York-;-T942, p. 1'7tr 
2strong , Earl P., The Organization, Administration, and 
Supervision of Business Education, The Gregg Publishing Company, 
1944. 
A careful survey of the occupations within 
geographical areas proves to be a sound basis for 
deciding upon the subjects to be offered.l 
Tonne2 points out the importance of a survey by saying 
There have been hundreds of local and rural 
surveys of business occupations. There also have 
been a few national surveys. Some of these 
surveys were organized for purposes other than 
determining training needs. They have, never-
theless, indirectly contributed to the better 
understanding of the nature of business 
occupations • • • local surveys can, if properly 
used, help fill out the picture of the training 
needs that the high school and post high school 
business-training facilities must render. 
Haynes and Jackson3 say that 11In order to build for the 
future, it is wise to survey the past. 11 
Rose Aulisi4 gives some good reasons for a survey of 
graduates in her thesis, two of which are 
1. The study would give information about the 
positions obtained by the graduates so 
that the student would have some idea about 
the type of position he could apply for 
upon graduation. 
2. Both instructors and students should know 
what duties and skills are expected of the 
beginning office worker so that classroom 
instruction can better prepare the student 
to meet the demands of business. 4 
1Ibid., PP• 250-l 
4 
2Tonne, Herbert A., Principles of Business Education, The 
Gregg Publishing Company, New York, 1947, pp. 118-120. 
3Haynes, B. R., and Jackson, H. P., A History of Business 
Education in the United States, Monograph 25, South=iestern 
PublishingiGompany, Cincinnati, Ohio, 1935. 
4Aulisi, Rose, A Job-Activity Analysis and Follow-~ Study 
of 1945-1949 Business Department Graduates of Vermont Junior 
COliege MOntpelier Vermont, Master's Thesis;-Boston University, 
1950, 79 pp. 
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Up to the time of this study, no survey of the graduates 
of the College of Practical Arts and Letters has been made 
and this fact further indicated the need for such a study. 
Delimitation of Problem 
This study was limited to a survey of the occupational 
activities of the four-year secretarial majors who were 
graduated during the past five years--1946, 1947, 1948, 1949, 
and 1950. The study did not include the four-year graduates 
majoring in business education, art, home economics or 
retailing. 
Organization of Chapters 
The following chapters are included in this study: 
Chapter I contains an introduction to the study and 
states the natur~ of the problem. Chapter II gives a resume 
of related literature which served as a background for this 
study and Chapter III gives the procedure used in carrying 
out the study. Chapters IV, V, and VI contain the tabulations, 
the summary, and report the conclusions from the information 
received on the questionnaires and check lists. Chapter VII 
presents the recommendations for improving the curriculum 
at Practical Arts and Letters, based on the comments of the 
respondents in this study. 
CHAPTER II 
REVIEW OF RELATED LITERATURE 
This chapter presents a review of selected follow-up 
studies that have been made in the field of business 
education. The follow-up study is a good method to use in 
evaluating the curriculum and the ability of graduates to 
succeed in the work for which they were prepared. 
Before the review of material is presented, the writer 
I felt that a brief resume of the history of business education 
in colleges and universities would be advisable. I The resume 
describes the start of business education in colleges and 
universities, its evolution, and present status. 
As early as 1849 Girard College offered commercial 
studies and developed a curriculum applicable to business 
training. In 1871 there were over twenty colleges and 
universities offering commercial work as reported by the 
United States Commissioner of Education. At that time there 
was but little difference between the t ype of work offered 
in the colleges and universities and that offered in business 
schools. 
The first effort to place business education on a truly 
university level was probably at the University of Pennsylvania 
in 1881 where the Wharton School of Commerce was begun. The 
Wharton School of Commerce started with a three-year curriculum, 
then reduced the curriculum to two years still offering a 
bachelor's degree to the graduates. I n about eight years the 
7 
curriculum was extended to four years and the work was more 
academic and theoretical rather than practical. The follow-
ing information about the four-year curriculum at the 
~harton School of Commerce was obtained from the 1947 
Changing Business Education Curriculum.l 
Required Electives 
First Year Accounting Practical Economic 
Problems 
Second Year Practical Finance and ) Academic work made 
Third Year 
Foreign Exchange ) 
Business Law and Contracts} up the rest of the 
Theory and Geography of ) 
Commerce ) year 
Political Economy } 
American Commerce 
Industrial Development 
of United States 
) Plus 16 hours of 
) below: 
) 
Economics, English, 
Logic, Ethics, 
Sociology, History, 
English Industrial 
History, Money and 
Credit, Elementary 
Common Law, Roman 
Law, Practical 
Politics, Panics 
and Depression, and 
other subjects un-
related to business 
Fourth Year Corporation Finance Plus 16 hours of 
subjects comparable 
to those listed for 
third year but with 
more emphasis on 
courses in govern-
ment finance, reform, 
and administration 
1As quoted in the Changing Business Education Curriculum, 
American Business Education Yearbook, Vol. IV, 1947, from 
the Report of the United States Commissioner of Education 
for 1889-1890 p. 1868 
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Starting with 1898 other large universities added schools 
of commerce. However, the work was still essentially academic 
and theoretical rather than practical. The colleges of 
commerce were not looked upon as vocational schools like the 
schools of agriculture, mechanics, mining, and civil engineer-
ing , but were put in a group known as colleges of general 
culture. Later on these schools became known as colleges of 
applied science, colleges of commercial science, colleges of 
practical arts and letters, colleges of business administration, 
et cetera. 
The University of Chicago instituted a college of commerce 
and politics around 1898. The subject matter in this college 
was also broad and theoretical. At first subjects like rail-
road transportation, comparative railway legislation, financial 
history of the United States, money and practical economics, 
banking, processes of leading industries, tariff history of 
United States, and insurance were included. 1 
Starting early in the new century a number of other 
large universities instituted schools of commerce of one type 
or another. A school of business was established at Harvard 
University requiring college graduation for admission. 
Dartmouth introduced work on a graduate and undergraduate 
1As quoted in the Changing Business Education Curriculum, 
the American Business Education Yearbook, Vol. IV, 1947, from 
the Annual Report, 1897-1898, Department of Interior, Office 
of Education, p. 2444. 
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basis. It was not long before business instruction was intro-
duced in most of the state universities and endowed schools 
but enrollments remained small in all of them for a number of 
years. 
With the certified public accounting movement in the 
latter part of the nineteenth century, there appeared a good 
influence on the development of greater respect for business 
training. Qualified persons produced textbook materials in 
accounting for the field of business; and because of this, it 
was possible to put more practical material in the hands of 
business teachers. This improvement marked the beginning of 
better enrollments and instructors were more thoroughly 
qualified. 
The years following the end of World War I showed a rapid 
development of schools. Numbers of universities established 
colleges of business and found their enrollment growing every 
year. Most of our large colleges and universities now offer 
business instruction both on the graduate and undergraduate 
level in various areas of business employment. 
The American Association of Collegiate Schools of 
Business was organized around 1916 for the promotion and 
improvement of higher education for business. In 1947 this 
association had about fifty-five members, all of which complied 
with the standards for admission. Briefly those requirements 
are as follows: 
1. Fifteen units of high school work for 
admission. 
2. Completion of one hundred twenty semester 
hours for graduation. 
3. A bona fide division of a college or 
university whose credits are accepted for 
full value by members of the Association 
of State Universities. 
4. Established and operated according to 
admission standards three years. 
5. At least three full-time teachers of full 
professorial rank on the faculty. 
6. The doctor's degree or equivalent in profession-
al or technical learning for a full professorSbi~ 
7. An adequate salary scale. 
8. Teaching load not to exceed fifteen hours a 
week for elementary work, or twelve hours 
for advanced work. 
9. A reasonable amount of work in at least five 
fields. 
10. A requirement of at least 40 per cent in 
professional courses and 40 per cent in non-
professional courses for the bachelor's 
degree, and 
11 . Maintenance of adequate library facilities.! 
10 
Most members of the American Association of Collegiate 
Schools of Business are organized as four-year colleges; there-
fore, freshmen are admitted directly from the secondary schools. 
Some organized as two-year schools admit students only after 
they have completed two years of liberal arts courses. The 
1Puckett, Cecil nBusiness Curriculum Practices on the 
College and University Level" from The Changing Business 
Education Curriculum, The American Business Education Yearbook, 
Vol. 14, 1947 
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philosophy of the four-year school is, therefore, that students 
should take both professional and non-professional courses; 
that of the two-year school is that students who enter a 
professional school of business should have had two years of 
liberal arts background. A few schools have three-year 
colleges of business, requiring only one year of liberal arts 
training, and a few have five years. The five-year school 
usually operates on the cooperative plan and requires work 
experience for credit before a bachelor's degree will be 
granted. 
As the number of business schools have increased in the 
various colleges and universities so have the business 
offerings. For example, the ~fuarton School, which in 1890 
offered only 28 courses, increased its offerings to more than 
125 by 1935.1 
Regardless of the amount of specialization in the 
curricula, there seem to be certain foundation courses in 
business required of all students for the degree. These 
basic courses most generally include accounting, economics, 
business mathematics, business organization, and business law 
as fundamental to business training. In addition, certain 
1Haynes, Benjamin R., and Jackson, Harry P., A History of 
Business Education in the United States, Cincinnati, South-
Western Publishing Company, 1935, p. 90 
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non-professional courses, such as English, psychology, social 
sciences, and science, are required of all business school 
graduates •1 
In addition to the basic business courses, courses in 
personality development, social living, and recreational 
activity are being woven into the curriculum in order to 
teach business workers how to better get along with those with 
whom they work.2 
Colleges are gradually working more closely with business 
and expanding service to business through establishments of 
business research bureaus, in-service training programs, 
short intensive courses for business workers, and special 
conferences. Colleges are attempting to relieve business of 
the expense of training workers on the job through a program 
of work experience for which credit toward graduation is 
given. Training, therefore, is becoming more functional from 
year to year. 
The purposes of collegiate instruction in business are 
1. To develop a mature understanding of the 
general nature of business 
2. To provide training in specialized phases of 
business activity 
3. To provide training for leadership in business 
1Tonne, Herbert A., Principles of Business Education, 
The Gregg Publishing Company, New York, 1949, pp 406-407 
2 Ibid., pp 406-407 
4. To lay a cultural and ethical foundation for 
the devel~pment of the three foregoing 
purposes. 
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Many follow-up studies of business education have been 
prepared for high school graduates but fewer studies are 
available in higher education. Four related theses have 
been selected by the writer and a brief resume of each is 
given in this study. 
Chandler2 conducted a follow-up study of the business 
administration graduates of a private business college. He 
attempted to discover the answer to the following: 
Is the training program of the Business Adminis-
tration Department of Blank College an adequate 
means of preparation for the initial positions 
which graduates secure? 
As a basis for his study he selected two groups of 
graduates. Group I consisted of members of the classes of 
1927, 1930, and 1931; Group II consisted of members of the 
classes of 1937, 1938, and 1939. He then contrasted the 
returns of these two groups to find (1) the marked differ-
ence in the kind of location and size of the firms employing 
Blank College graduates, {2) whether or not graduates of ten 
years previous to the study secured essentially the same kind 
1Tonne, Herbert A., Principles of Business Education, 
The Gregg Publishing Company, New York, 1947, p. 403 
2 .... 
Chandler, Douglas A., A Follow-~ Study of ~ Business 
Administration Graduates of Blank College, Master's Thesis, 
Boston University, 1940. 
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of initial positions as those obtained by the later graduates, 
(3) changes in the beginning salary, and (4) the experience 
of the graduates concerning the necessity for additional 
training. The data obtained showed that the majority of 
firms offering initial employment were in Massachusetts. 
One of the interesting factors was that many of Group I 
took courses in order to progress on the job, while many of 
Group II took courses with a view toward obtaining a degree. 
As a result of his study, he concluded that, generally, the 
training program seemed to be an adequate means of preparation 
for the initial contact job. His conclusion was based on the 
fact that graduates were successful in finding employment in 
companies of all kinds and all sizes. Correspondence, 
accounting, typing, English, and salesmanship were considered 
important in training for clerical positions; while economics, 
business law, finance, and marketing were considered most 
valuable for general business understanding. 
The graduates were successful in securing a number of 
different positions which represent many types of abilities. 
In the majority of cases no additional training was required, 
salaries were in agreement with the prevailing starting 
wages, and they obtained periodic raises in salary as their 
years of service increased. 
Camera1 conducted a study to determine to what extent 
the training at X Secretarial School had aided the students 
lcamera, M. Jacqueline, A Follow-Up Study of the Students 
of the X Secretarial School, Master's Tnesis,~ostonLUniversity, 
1"9"4.,----
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in their employment since leaving school and to suggest a 
revised secretarial course of study, if it seemed advisable, 
based on the findings of the survey. 
The study was limited to full-time day school students 
of the X Secretarial School who studied short~~nd and type-
writing. It did not include any night school students or any 
day school students who attended for a period of less than 
eight weeks. Since this school was started only three years 
prior to the study, it was possible to include all the 
students who fell into this category of the past three years. 
Questionnaires were sent out asking a variety of specific 
questions relative to the type of knowledge actually required 
on the job and the percentage of time engaged therein. 
Forty-three questionnaires were sent out and thirty-four 
people responded. From the findings it was concluded that 
the X Secretarial School's curriculum was sufficient to meet 
business demands for employers. Practically everyone was 
satisfied with his training at the X Secretarial School, but 
a few gave some very helpful suggestions for improvement of 
the curriculum. The writer recommended that a placement 
service be set up in the school which would serve as excel-
lent public relations for the school and provide closer co-
operation with the businessman. Other recommendations by the 
writer included (1) a short course in office technique and 
(2) a short course in alphabetic filing in the curriculum. 
The writer thought it would be a wise thing to have a 
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follow-up of the students every three years to ascertain 
whether or not the school is still meeting the needs of its 
students as well as it had in the past. 
Josko1 conducted a study of the Business Administration 
Graduates of the University of New Hampshire. This study had 
four major purposes: 
1. To determine the type of positions the 
business administration graduates were able 
to secure. 
2. To use the data found in this study as a 
guidance measure in future program planning 
and curriculum development. 
3. To summarize the opinions of graduates 
relative to their experiences as under-
graduates. 
4. To present the need for additional courses. 
A questionnaire was sent to graduates of the classes from 
1928 to and including the class of 1946. From the study it 
was noted that a large percentage of the business administra-
tion graduates obtained initial employment in the field of 
retail selling. The clerical field attracted 19 per cent. 
Josko noted the fact that 10 per cent of the business adminis-
tration graduates obtained initial positions as accountants 
or bookkeepers which seemed significant and should not be 
overlooked. 
1 Jasko, William J., A Follow-~ Study of the Business 
Administration Graduates ££ the University of New Hampshire, 
Master's Degree Thesis, Boston University, 1948. 
Data obtained from the study provided answers to the 
following questions pertaining to curriculum planning: 
17 
VY.hat happens to the business administration graduates after 
they get their degrees? Do they find jobs readily? Is their 
work in a field for which their college experiences have 
prepared them? Vfuere do they obtain their initial positions? 
How do they advance? Do they get the basic knowledge 
required? 
Based on information gained through this study, the 
following recommendations were made: {1) greater emphasis 
should be placed on vocational training, (2) student 
experiences at the University of New Hampshire should provide 
for more opportunity for self-expression, (3) the business 
curriculum should include a general business education as 
well as a highly specialized training program, (4) a definite 
program of vocational guidance should be instituted, (5) a 
perpetual follow-up program should be instituted, (6) the 
Placement Bureau should provide more opportunity for employer 
contacts, (7) the University should consider the feasibility 
of correlating academic experiences with work experience 
under supervision, (8) an Alumni Committee composed of 
Business Administration Graduates should be organized to act 
as consultants in curriculum planning for the Business Admin-
istration Department, and (9) the University of New Hampshire 
Administration should consider the advisability of establish-
ing a College of Business Administration. 
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Aulisil conducted a job-activity analysis and follow-up 
study of the business department graduates of Vermont Junior 
College for the years 1945 through 1949. This study had 
three purposes: {1) to determine the effectiveness of the 
training received at Vermont Junior College in preparing 
students for beginning office jobs, (2) to obtain information 
concerning the abilities and skills most commonly used by the 
graduates in beginning office jobs, {3) to offer suggestions 
for improvements in the secretarial science curriculum if the 
findings of this study deemed it advisable. Questionnaires 
and check lists were sent to the graduates. Of the 110 check 
lists sent, 98 were returned~ From the returns it was learned 
that 89 per cent of the business graduates were employed in 
office type jobs. The graduates felt that a placement service 
should be maintained by the college. The subjects which were 
most helpful to graduates were typewriting, shorthand, 
secretarial practice, English, and psychology. The graduates 
felt Business English should be required in the secretarial 
curriculum. 
The study showed that employees in small offices perform 
a greater number of duties than workers in large offices and 
should be trained to become proficient in several skills. 
1 Aulisi, Rose E.·, A I2!2_-Activity Analysis and Follow-¥p 
Study of 1945-~ Business Department Graduates of Vermon 
Junior Coiiege, Montpelier, Vermont. Master's Thesis, Boston 
University, 1950. 
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The three highest ranking activities, according to the 
number of graduates performing them, were answering the 
telephone, addressing envelopes, and alphabetic filing. 
The bookkeeping activities were well down on the frequency 
list. Although these activities were infrequently performed, 
most of the graduates thought they should be taught to some 
extent in school. 
The following chapter will give the procedures used in 
carrying out this study. 
CHAPTER III 
METHOD OF PROCEDURE 
The following steps were used in working out the problem 
stated in Chapter I: 
1. Permission to make a survey of the four-year 
secretarial majors for the past five years was 
obtained from the Dean of the College of 
Practical Arts and Letters. 
2. Related literature was read and analyzed to 
furnish a background for this study. 
3. A check list and questionnaire were con-
structed to use in making the survey. The 
research instruments were based primarily 
on those used in the Thatcher and Aulisi 
studies with changes being made in the 
headings of the check list. 
4. A letter of transmittal was prepared to 
accompany the questionnaires and check lists. 
5. The check list and questionnaire were sent 
to secretaries as a trial. From the results 
obtain ed, revisions were made in the headings 
and in the instructions of the check list. 
6. A list of the four-year secretarial majors 
of 1946, 1947, 1948, 1949, and 1950 was 
made. 
7. The questionnaire, check list, and letter of 
transmittal were sent to 168 graduates and 
t h e returns totaled 131, or '78 per cent. 
8. Three weeks after the mailing of the research 
instruments, pos t al cards were sent to those 
who had not replied. 
9. The data received were tabulated and analyzed. 
10. Conclusions and recommendations were made on 
the basis of the findings. 
The survey questionnaire was constructed to obtain inf or-
mation regarding the graduates' experiences on the job. 
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The check list was constructed to obtain information of 
s pecific activities performed on the secretarial jobs. The 
activities included in the final form of the check list sent 
out were based on the following source material: 
1. Check lists used in Thatcher's study, Aulisi's 
study, and the Charters and iNhitley study. 
2. The writer's own experiences as an office 
worker. 
3. Suggestions from members of t h e class in the 
Seminar in Business Education. 
The list of activities was grouped into six major classi-
fications: stenographic and secretarial, bookkeeping , typing , 
office machines, filing , and general office activities. 
A means for indicating on the check list the approximate 
time given to the approximate frequency of performing an 
activity was considered desirable. Provision was made for 
placing a check mark opposite each activity performed under 
one of the following headings: (1) more than two hours every 
day, (2) from 1-2 hours every day, (3) from !-1 hour every 
day, (4) less than t hour every day, (5) once or twice a 
week, and (6) monthly or less frequently. Using these 
headings, the important and most frequently performed duties 
would appear as well as the unimportant and infrequently 
performed duties. 
In order to learn where these various activities should 
be taught, the graduates were asked to check where they 
considered the activity should be taught: in school, on the 
job, or both in school and on the job. A third division was 
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included on the check list requesting the graduates to check 
those activities they considered needed more emphasis in 
school. The opinion of the graduates should be of valuable 
assistance to the teachers in the different areas in planning 
the course content in the future. 
The information obtained from the data sheets will be 
tabulated and analyzed in the next chapter. 
CHAPTER IV 
ANALYSIS OF INFO~~TION OBTAINED FROM DATA SHEETS 
The questionnaires and check lists were used to secure 
information relative to the type of work the graduates were 
doing, the means of obtaining employment, and the indication 
of job satisfaction. 
The response of the graduates was very gratifying. With 
the aid of the follow-up postal cards, 131 graduates, or 
78 per cent, had replied by the end of the sixth week. 
As shown in Table I, the graduates of 1949 returned the 
largest number of questionnaires. However, the response for 
each class was 60 per cent or more. There were 168 four-year 
secretarial graduates to whom questionnaires and check lists 
were sent and 131, or 78 per cent, responded. 
TABLE I 
THE RETURNS FROM QUESTIONNAIRES BY CLASSES 
Class Number Sent cut :Number Received Per Cent of Returns 
1946 28 17 60.7 
1947 41 30 73 
1948 27 22 81 
1949 42 39 92.8 
1950 25 23 92 
TOTALS 168 131 78 
TABLE II 
THE NUMBER OF EACH CLASS DOING STENOGRAPHIC 
OR SECRETARIAL WORK AT THE TIME OF THE STUDY 
Number Doing 
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Per 
Class Respondents Stenographic Cent 
or Secretarial 
Work 
1946 17 13 76 
1947 30 24 80 
1948 22 20 91 
1949 39 36 92 
1950 23 23 100 
TOTALS 131 116 89 
Of the 131 respondents, 116 were doing stenographic or 
secretarial work at the time of the sur vey. 
As shown in Table II, the class of 1950 had the greatest 
percentage doing stenographic or secretarial work. 
TABLE III 
THE NUMBER AND PER CENT OF RESPONDENTS WHO HAD 
SECURED ADDITIONAL SCHOOLING SINCE GRAIDATING 
FROM THE COLLEGE OF PRACTICAL ARTS AND LETTERS 
Additional 
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Per 
Class Respondents Schooling Cent 
1946 17 2 7 
1947 30 9 22 
1948 22 8 29 
1949 39 9 . 21 
1950 23 3 12 
TOTALS 131 31 23.7 
The graduates were asked if they had secured additional 
training beyond their four years at the College of Practical 
Arts and Letters. Of the 131 respondents, 31 had secured 
other training. This training, however, was securedfor 
advancement, Master 1 s degree, or for personal use. Such 
courses were listed as psychology of personality, commercial 
art, Chaucer, home nursing, principles of marketing, x-ray, 
outstanding books, journalism, sociology, Spanish, French, 
German, insurance,advanced accounting, medical research, 
and basic medical sciences. From the courses listed, it is 
safe to assume that the preparation received at the College 
of Practical Arts and Letters was ade~1ate for the secretarial 
field. This statement was als.o made by the respondents. 
TABLE IV 
THE NUMBER OF RESPONDENTS WHO HAD HELD 
FULL-TIME OFFICE JOBS AT SOME TIME SINCE GRADUATION, 
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BUT WHO 'WERE UNEMPLOYED OR STUDENTS AT THE TIME OF THE STUDY 
Class 
1946 
1947 
1948 
1949 
1950 
TOTAL 
Number 
4 
6 
2 
3 
0 
15 
Fifteen of the 131 respondents had held full-time jobs, 
but at the time of the study were full-time students or 
married and at home. 
TABLE V 
HOW IvlANY DIFFERENT JOBS HAD BEEN HELD BY THE 
116 DOING OFFICE WORK AT THE TIME OF THE STUDY 
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Number of employers Number Per Cent 
With original employer 
With second employer 
With third employer 
With fourth employer 
TOTALS 
60 
41 
12 
3 
116 
52 
35 
10 
3 
100 
In order to determine the ability of the graduates to 
adapt themselves to the business world~ they were asked to 
indicate on the data sheet the number of different employers 
for whom they had worked. Table V shows that 52 per cent of 
the 116 employed in offices at the time of the study were with 
the original employer, 35 per cent had had one other employer, 
10 per cent were with their third employer, and 3 per cent 
were with their fourth employer. 
The respondents gave two reasons for changing their places 
of employment: (1) larger salaries, and (2) more interesting 
work with greater responsibilities. The graduates did not 
seem to have any difficulty in adjusting themselves to the 
actual business world because the field work, included as 
part of their required work in school, gave them some factual 
experience. This was especially true of the 1949 and 1950 
graduates. Some of the graduates suggested that a longer 
period of field work would have been even more helpful. The 
earlier graduates did not have field work and suggested that 
field work be included in the secretarial program. 
TABLE VI 
'v'VHEN E~IPLOYMENT WAS OBTAIN.b.'"'D BY THE 116 
DOING OFFICE WORK AT THE TI~lli OF THE STUDY 
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When employment was obtained Number b~~t 
Before graduation 70 60.34 
Within two months after graduation 14 12.07 
Within four months after graduation 19 16.38 
Within six months after graduation 8 6.9 
Within eight months after graduation 5 4.31 
TOTALS 116 100 
Table VI shows that 60.34 per cent of the 116 employed 
at the time of the study secured their first office jobs 
before graduation, 12.07 per cent had secured their first 
office jobs within two months after graduation, 16.38 per 
cent had secured their first office jobs within four months 
after graduation, 6.9 per cent had secured their first 
office jobs within six months after graduation, and 4.31 per 
cent had secured their office jobs within eight months after 
graduation. This table shows that all 116 graduates who 
had responded and were working at the time of this study had 
secured their first office jobs within eight months after 
graduation. 
TABLE VII 
METHOD OF OBTAINING FIRST JOBS BY THE GRADUATES 
VffiO ~~ OFFICE EMPLOYEES, OR HAD HELD OFFICE JOBS 
How first job was obtained Number 
Boston University Placement Office 36 
Personal contact 36 
Relatives 10 
Friends 21 
Commercial employment agencies 28 
29 
Per 
Cent 
27.48 
27.48 
7.63 
16.03 
21.38 
TOTALS 131 100 
In order to determine the effectiveness of the placement 
work done by the University, the graduates were asked to 
indicate how the first job was obtained. According to the 
answers given to this question, only 36, or 27.48 per cent, 
of the 131 who had held f~ull-time jobs since graduation 
indicated that the first job was obtained through the Boston 
Uni ver•si ty Placement Bureau. 
A large number of the respondents felt that the 
University Placement Office should try to have a more 
extensive service for the graduates. 
TABLE VIII 
JOB SATISFACTION OF' THE 116 EMPLOYED 
I N OF'FICE JOBS AT IJ1EE TIME OF THE STUDY 
30 
Class Satisfied Dissatisfied 
1946 12 1 
1947 24 0 
1948 19 1 
1949 32 4 
1950 22 1 
TOTALS 109 7 
It is interesting to note that the graduates who were 
dissatisfied with their present position listed the same 
reasons for their dissatisfaction as were given by those 
graduates who changed employers: (1) salary not large 
enough, and (2) work is not interesting and does not have 
enough responsibility. 
As Table VIII shows, all except seven of the 116 
employed indicated that they were satisfied with their 
jobs at the time of this study. 
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The respondents were requested to state their beginning 
salary for positions held and the ending salary, either for 
last position held or salary for current position. The 
answers have been tabulated by classes, starting with the low-
est beginning salary. Table IX gives some indication of the 
success of the individual by comparing his present salary 
with his beginning salary. 
TABLE IX 
SALARIES RECEIVED BY GRAIDATES 
Beginning Present Total Increase 
Weekly Wage Weekly Wage Per Week 
1946 ~~-$21.00 ~~30.00 $ 9.00 
24.00 47.00 23.00 
25.00 34.00 9.00 
25.00 55.00 30.00 
27.00 53.30 26.30 
28.00 51.00 23.00 
28.00 55.00 27.00 
30.00 40.00 10.00 
30.00 48.81 18.81 
30.00 70.00 40.00 
32.00 55.00 23.00 
32.00 62.70 30.70 
35.00 50.00 15.00 
35.00 67.50 32.50 
~~ 40.00 45.00 5.00 
Average ~1>29.47 $50.95 $21.48 
Four respondents for the class of 1946 were no longer 
employed; two did not give beginning or ending salaries on 
the questionnaires but answered all the other questions. The 
two who gave beginning and ending salaries, but who were no 
longer employed, are indicated by asterisks. As shown in 
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Table IX for the class of 1946, the lowest starting salary 
was $21.00 and the highest starting salary was $40.00. The 
average starting salary was $29.47. The lowest present 
weekly salary is $30.00, and the highest weekly salary is 
$70.00. The smallest increase for those still employed 
seemed to be $9.00 and the largest increase was $40.00. 
The average present weekly wage is $50.95 showing an 
average increase of $21.48 on the average beginning weekly 
wage o+' 4' 29 47 J. 'it' • • 
TABLE IX 
SALARIES RECEIVED BY GRADUATES 
Beginning Present Total Increase 
Weekly Wage Weekly Wage Per Week 
1947 $22.00 $56.00 $34.00 
23.10 37.30 14.20 
27.00 45.00 18.00 
28.00 59.00 31.00 
30.00 41.67 11.67 
30.00 44.00 14.00 
30,00 50.00 20.00 
30.00 51.00 21.00 
32.00 37.50 5.50 
32.00 38.46 6.46 
32.00 48.00 16.00 
32.00 48.00 16.00 
32.50 48.25 15.75 
-lE- 35.00 35.00 none 
35.00 40.00 5.00 
35.00 48.00 13.00 
35.00 50.00 15.00 
35.00 50.00 15.00 
1947 
Average 
TABLE IX (continued} 
SALARIES RECEIVED BY GRADUATES 
--
Beginning Present 
Weekly Wage Weekly Wage 
$35.00 '!. $54.00 
35.00 60.00 
35.00 70.00 
37.50 60.00 
~i- 38.00 40.00 
38.00 42.00 
45.00 61.90 
56.25 58.85 
~~33. 67 ~~49 .oo 
Total Increase 
Per Week 
$19.00 
25.00 
35.00 
22.50 
2.00 
4.00 
16.90 
2.60 
$15.33 
Six respondents of the class of 1947 were no longer 
employed. Four of the six answered the questionnaire but 
did not give their beginning and ending salaries of positions 
held; the other two answered the questionnaires completely 
and are indicated with asterisks. The lowest starting weekly 
salary for the class of 1947 was :1~ 22.00, and the highest was 
:~56.25. The average starting weekly se.lary was f/~33.67. The 
lowest present weekly salary is $35.00, and the highest is 
~~70.00. The smallest increase per week was shown as $ 2.60 
~ for those still employed and the largest was $35.00. The 
present average weekly wage is $49.00 showing an average 
increase of $15.33 per week. 
The yt2.00 increase was not considered as the lowest 
increase per week because the respondent has not been work-
ing since November, 1949. 
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TABLE IX (continued) 
SALARIES RECEIVED BY GRAWATES 
Beginning Present Total Increase 
Weekly Wa ge Weekly Wage Per Week 
1948 *$25.00 $40.00 $15.00 
30.00 46.00 16.00 
32.00 55.00 23.00 
32.00 50.00 18.00 
32.21 48.52 16.31 
33.00 45.00 12.00 
34.20 52.50 18.30 
35.00 45.00 10.00 
35.00 45.00 10.00 
35.00 47.25 12.25 
35.00 50.00 15.00 
35.00 50.00 15.00 
35.00 51.00 16.00 
35.00 55.00 20.00 
37.50 47.50 10.00 
37.50 62.50 25.00 
40.00 45.00 5.00 
40.00 48.00 8.00 
40.00 62.50 22.50 
40.00 63.00 23.00 
42.00 53.00 11.00 
Average $35.26 $50.56 $15.30 
The respondents for the class of 1948 had two who were 
no longer working; one gave the beginning and ending salary, 
indicated by the asterisk, the other did not. The smallest 
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increase in salary was $5 a week, the highest was $25. The 
lowest starting weekly salary was $25. The average starting 
salary was $35.26 a week. The table for 1948 shows that the 
lowest present salary is ~~40 a week, and the highest is 
$62.50 showing an average increase of $15.30 a week which 
brought the average present weekly salary to $50.56. 
1949 
TABLE IX (continued) 
SALARIES RECEIVED BY GRADUATES 
Beginning Present 
Weekly Wage Weekly Wage 
$28.00 $38.00 
28.00 40.00 
30.00 35.00 
30.00 35.00 
30.00 40.00 
30.00 40.00 
30.00 50.00 
30.00 50.00 
30.00 50.00 
31.50 44.00 
32.00 40.00 
32.00 40.00 
32.00 52.00 
32.50 35.00 
33.00 35.00 
33.00 40.00 
33.30 36.00 
34 .. 00 36.00 
34.00 40.00 
34.50 34.50 
35.00 38.00 
Total Increase 
Per Week 
~f,1o.oo 
12.00 
5.00 
5.00 
10.00 
10.00 
20.00 
20.00 
20.00 
12.50 
8.00 
8.00 
20.00 
2.50 
2.00 
7.00 
2.70 
2.00 
6.oo 
none 
3.00 
3 6 
TABLE IX (continued) 
SALARIES RECEIVED BY GRADUATES 
Beginning Present Total Increase 
Weekly Wage Weekly Wage Per Week 
1949 $35.00 $40.00 a1· 'iP 5.00 
35.00 40.00 5.00 
35.00 40.00 5.00 
35.00 40.00 5.00 
35.00 40.00 5.00 
35.00 45.00 10.00 
35.00 45.00 10.00 
35.00 45.00 10.00 
35.00 46.00 11.00 
35.00 46.00 11.00 
35.00 47.50 12.50 
35.00 50.00 15.00 
38.00 50.00 12.00 
43.00 59.50 16.50 
46.50 46.50 none 
Average $33.62 $42.47 $ 8.85 
There were three respondents for the class of 1949 who 
did not ~omplete the questionnaires. All those who are 
still working, however, gave the required information. The 
lowest starting weekly salary was $28, the highest was 
$46.50. The lowest present weekly salary is $34.50, the 
highest is $59.50. The smallest weekly increase was $2, and 
the highest was $20. The table showed an average starting 
salary of $33.62, an average present weekly salary of $42.47, 
and an average weekly increase of $8.85. 
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TABLE IX (continued) 
SALARIES RECEIVED BY GRADUATES 
Beginning Present Total Increase 
Weekly Wage Weekly Wage Per Week 
1950 $ 28.00 $35.00 $ 7.00 
30.00 33.00 3.00 
30.00 35.00 5.00 
30.00 35.00 5.00 
30.00 38.80 8.80 
30.00 40.00 10.00 
33.00 33.00 none 
33.00 50.00 17.00 
35.00 37.00 2.00 
35.00 38.00 3.00 
35.00 40.00 5.00 
35.00 43.75 8.75 
35.00 45.00 10.00 
35.00 45.00 10.00 
35.00 45.00 10.00 
35.00 63.50 28.50 
36.00 ~2.60 6.60 
37.50 47.50 10.00 
38.00 40.00 2.00 
40.00 40.00 none 
43.00 43.00 none 
50.00 55.00 5.00 
50.00 70.00 20.00 
Average $35.59 $43.27 $ 7.68 
All the respondents for the class of 1950 were still 
working and they filled out the questionnaires completely. 
The lowest starting weekly salary was ~~28, the highest was 
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~~ 50. The highest present weekly wage is $70, and the lowest 
is (~33. The smallest increase a week was $2, and the largest 
was ~$28. 50. The average starting weekly salary was ~ 35. 59, 
the present weekly salary average is q~43.27, and the average 
increase a week was shown as $7.68. 
In comparing the five classes, the table shows that the 
lowest starting salary, $21 a week, was received by the 
graduate of 1946, and the highest starting salary, $56.25 a 
week, was received by the graduate of 1947; the smallest 
increases, ~2 a week, were seen in the classes of 1947, 
1949, and 1950, and the highest increases were $40 a week 
received by the graduate of 1946 and $35 a week received by 
the graduate of 1947. 
The average weekly salary for the class of 1946 was the 
highest for the five classes, as shown below. 
1946 
1947 
1948 
1949 
1950 
Present Average 
$50.95 
49.00 
50.56 
42.47 
43.27 
As indicated above, the graduates with the most 
experience obtained the highest average wages. The present 
weekly wages for 1946 and 1948 differ only by 39 cents, and 
the average present weekly wage for 1950 is 80 cents higher 
than that for 1949. 
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The average beginning salaries for the five classes 
were: 
1946 ~~29.47 
1947 33.67 
1948 35.26 
1949 33.62 
1950 39.93 
The average beginning weekly wage for the class of 1950 
was ~;il0.46 higher than the average beginning wage of the 
class of 1946. The average beginning weekly wages of the 
class of 1947 and 1949 are practically the same; and the two 
h i ghest beginning average weekly salaries are for the classes 
of 1948 and 1950. 
One hundred twenty-one graduates reported increases in 
salary ranging from $2 to $40 a week. Ten graduates did not 
mention their starting or ending salary. Only three graduates 
out of the total of twenty-three for 1950 did not receive an 
increase in their starting salary. The increases for 1950 
ranged from ~$2 to ~~28.50. 
The average weekly wage increases over beginning wages 
for the five classes were: 
1946 $21.49 
1947 15.33 
1948 15.30 
1949 8.85 
1950 7.68 
The figures show that the average increases are highest 
for the class of 1946 and lowest for the class of 1950. The 
explanation for this would probably be that the graduates of 
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1950 have been employed for a period of one year and have 
not received as many increases in salary as those working 
since 1946. 
In answer to the question as to what subjects studied 
at the College of Practical Arts and Letters helped the most 
in the respondent's position, a unanimous response was 
received for all secretarial subjects. The respondents named 
/ 
other courses that were beneficial to them such as economics, 
psychology, business law, vocabulary building, English 
composition, business correspondence, business organization, 
accounbing, and courses pertaining to the medical secretary 
as bacteriology and physiology. 
Some good suggestions were given in answer to the 
question, 11In what ways could the college have helped you 
more?" 
Training in setting up an actual file system 
is needed. 
Training is needed in actually setting up a 
simple bookkeeping system. The practice sets 
are not practical enough to put into use for 
a small business. 
Some training should be given in supervising 
people and training to give one some executive 
ability is necessar y. 
The school should offer more practice in 
meeting people. 
There is a definite need for a course in 
answering the telephone. A course in 
telephone technique is a "nmst." 
More dictation at the typewriter is needed. 
Greater emphasis should be placed on office 
machines. 
More and more psychology courses should be 
given to secretarial majors. Psychology in 
personality development and how to get along 
with difficult people should be part of the 
secret,arial program. 
More extensive courses in business correspond-
ence and business procedure should be given 
and less intensive routine typing and shorthand 
subjects plus a longer period of field work in 
the senior year. 
More and more practice in writing letters of all 
types should be given. 
A more detailed study of lenial laboratory 
technician work should be included for the 
medical secretaries. 
The secretarial program should include a 
course that would include everything a secretary 
has to do such as ordering dinners, making 
reservations, making out itineraries, how to 
get information tactfully on the telephone, 
interviewing, meeting people, and all the other 
seemingly simple duties expected of a secretary. 
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These comments are helpful suggestions made by the gradu-
ates indicating that some i mprovement can be made in the 
curriculum. 
Chapter V analyzes the data concerning the job activ-
ities of the graduates. 
CHAPTER V 
ANALYSIS OF DATA CONCERNING 
JOB ACTIVITIES OF T~~ GRADUATES 
A check list of 76 office activities was used to learn 
the activities most frequently performed by the graduates on 
their current positions. 
To determine the frequency with which the different 
activities were performed, the responses of the check lists · 
of the 131 respondents were tabulated. One hundred sixteen 
respondents were doing office work, and 15 respondents were 
students or married and at home at the t ime of the study and 
did not fill out the check lists. 
Table X shows the total frequencies for the 76 office 
activities arranged in order from the highest to the lowest 
f requency of performance. The activity which was most 
frequently performed, with a total of 114 responses, was 
answering the telephone. The lowest frequency of perform-
ance was for using the bookkeeping machines and using the 
checkwriter, both with a total frequency of one. 
The ten most frequently performed activities were 
answering the telephone, taking dictation in shorthand and 
transcribing, composing letters at the t ypewriter, alphabetic 
filing, meeting callers, addressing envelopes, reporting on 
repairs, upkeep of office equipment and supplies, making 
appointments, opening, sorting, and dis t ributing mail, and 
typing reports. The majority of the ten most frequently 
performed activities fall into the category of secretarial duties. 
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The next ten most frequently performed activities accord-
ing to rank were ordering supplies, folding letters and 
inserting into envelopes, typing letters from longhand, 
filling printed forms, taking dictation at the typewriter, 
typing telegrams, typing cards for filing, typing inter-office 
memorandums, copying from rough draft, supervising employees 
any time, and typing statistical organized work. The 
majority of the second group of the ten most frequently 
performed activities are from the typing activities; however, 
most of these typing activities would be considered part of 
a secretary's or stenographer's duties. 
The ten activities which showed the lowest total 
frequency of performance were making a balance sheet, 
figuring interest on notes, drafts, etc., typing policies, 
using a Comptometer or Burr·oughs machine for multiplying, 
using the addressograph machine, doing cashier work, making 
a profit and loss statement, using a comptometer for dividing, 
using the soundex filing system, using the bookkeeping 
machine, and using the checkwriter. This group of the ten 
lowest frequency activities contains activities which are 
perfo~ned by bookkeepers or general office employees and are 
not usually required of secretaries or stenographers. 
Rank , 
1 
2 
3 
4 
5 
6 
7 
8 
9 
10 
11 
12 
13 
14 
15 
16 
17.5 
17.5 
19 
' 
TABLE X 
'rFl..E TOTAL FREQUENCY OF THE 76 OFFICE ACTIVITIES PERFORMED 
BY THE 116 RESPONDENTS, ARRANGED IN ORDER OF FREQUENCY 
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Answering the telephone 114 53 21 25 10 5 0 
Taking dictation in shorthand and 
transcribing 104 50 25 11 4 10 4 
Composing letters at the typewriter 87 6 13 17 12 24 15 
Alphabetic filing 85 5 5 24 25 23 3 
Meeting callers 84 29 14 20 13 8 0 
Addressing envelopes 75 4 5 20 35 6 5 
Reporting on repairs, upkeep of office 
equipment and supplies 73 1 2 3 9 38 20 
Making appointments 72 21 10 11 16 13 1 
Opening, sorting, and distributing 
mail 68 1 8 24 I 27 7 1 
Typing reports 67 17 11 7 7 12 13 
Ordering supplies 65 0 1 2 4 31 27 
Folding letters and inserting into 
envelopes 64 2 3 9 41 3 6 
Typing letters from longhand 58 7 8 11 10 10 12 
Filling in printed forms 53 4 5 6 12 17 9 
Taking dictation at the typewriter 47 1 3 2 7 15 19 
Typing telegrams 40 0 2 3 9 13 13 
Typing cards for filing 37 3 3 2 13 10 6 
Typing inter-office memorandums 37 1 6 5 11 10 4 
Copying from rough draft 36 2 6 5 3 10 10 
' 
' 
I 
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21 Supervising employees any time 34 16 2 4 2 5 5 
21 Typing statistical work 34 4 5 7 0 5 13 
21 Subject filing 34 1 1 8 8 14 2 
24 Cutting stencils 31 3 1 0 2 10 15 
24 Follow-up file 31 0 1 5 15 6 3 
24 Doing office housekeeping 31 0 0 1 21 4 5 
26 Numeric filing 30 3 1 8 8 8 2 
27 Making bank deposits 29 0 0 1 7 15 6 
28.5 Typing bills and invoices 28 1 4 3 5 7 8 
28.5 Typing master sheets for liquid and 
gelatin duplicators 28 1 3 4 1 12 7 
30 Typing from ediphone or dictaphone 27 8 6 1 2 6 4 
31 Planning work for others 26 10 1 6 4 1 4 
31 Typing form letters 26 0 3 1 5 9 8 
33.5 Cross referencing in fillng 24 1 0 3 10 7 3 
33.5 Checking bills and invoices 24 0 2 3 5 8 6 
35.5 Balancing cash 23 1 1 4 8 6 3 
35.5 Typing checks 23 0 1 2 5 10 5 
37 Making out receipts 22 1 1 0 4 10 6 
38.5 Making entries in the petty cash book 21 0 1 4 5 7 4 
38.5 Typing articles and manuscripts 21 8 2 1 1 6 5 
40.5 Making entries in the general journal 20 4 2 2 5 2 5 
40.5 Sorting and coding for filing 20 1 0 8 4 6 1 
42 Ten key adding machine 19 0 0 5 4 6 4 
46 
Approximate Frequency 
o.f Perf ormance 
Dl 
H H 
1>.. g g Dl () Dl Dl 
~ ~ H H .£! «> Q) Q) g g 0 rl g. pll>.. rijt\2 oM H;:; 
.£! 1>.. .£!~ 1>.. ii= Q) ~~ aS ~ aS .j.j O+J H OJ'O rl'O aS 'O 1>.. ~ Job or Activity Iii I I .£! H ~ Rank +JI>.. rll>.. ri lt\2 1>.. .j.j 1>;,' 0 Q) 3& r-i H a~ H H Q) aS Q) Q) a Q) tf.I Q) Q) i!= +JQ) 
.p H > 01> 01> tf.l I> 0 ~H 0 ~ Q) H Q) HQ) Q)Q) ~aS O IH E-1 Iii Iii 1-=l 0 ~ 
43 Taking inventory 18 0 0 1 0 4 13 
45 Figuring pay rolls 1'7 0 0 0 0 9 8 
45 Typing orders 17 0 5 2 \ I 3 4 3 
45 Mimeograph machine 1'7 0 1 0 0 9 7 
48 Typing legal documents 16 '7 2 2 1 2 2 
48 Burroughs adding machine 16 0 0 5 6 ' 1 4 
48 Keeping a checkbook 16 2 0 4 5 4 1 
50 Interviewing applicants for emplo~nt 14 1 2 0 1 2 8 
51.5 Posting to general ledger 13 1 1 1 4 1 5 
51.5 Comptometer or Burroughs calculator 
for adding 13 2 0 5 1 3 2 
53.5 Electri c typewriter 12 6 1 0 0 3 2 
53 .5 Gelatin duplicator--ditto 12 0 0 2 1 5 4 
55.5 Making entr ies in the purchases 
journal 10 0 0 2 1 3 4 
55.5 Fi guring discounts 10 1 3 0 0 3 3 
5'7 Making a trial balance 9 0 0 0 1 1 '7 
58.5 :Making ent ries in t he sales jou r nal 8 0 0 1 2 2 3 
58.5 Pos t ing to accounts r eceivable ledger 8 - 1 0 2 2 0 3 
60 Monroe machine '7 0 0 0 2 2 3 
61.5 Geographic f iling 6 0 0 2 3 1 0 
61 . 5 Switchboard work 6 0 2 0 3 1 0 
64 Typi ng postal cards 4 0 0 0 2 0 2 
64 Suns t rand machine 4 0 0 1 0 2 1 
. 
.. 
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64 Gelatin duplicator--hectograph 4 1 0 0 1 1 1 
68.5 Making a balance sheet 3 0 0 0 0 0 3 
68.5 Figuring interest on notes, drafts, 
etc. 3 0 0 0 0 1 2 
68.5 Typing policies 3 1 0 0 2 0 0 
68.5 Comptometer or Burroughs f'or 
multiplying 3 2 0 1 0 0 0 
68.5 Addressograph machine 3 0 0 0 0 1 2 
68.5 Doing cashier work 3 2 0 0 0 1 0 
73 Making a profit and loss statement 2 0 0 0 0 1 1 
73 Comptometer or Burroughs for dividing 2 1 0 1 0 0 0 
73 Soundex filing 2 0 1 0 1 0 0 
75.5 Bookkeeping machine 1 0 0 0 0 0 1 
75.5 Checkwriter 1 0 0 0 1 0 0 
• 
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Table XI shows the 76 office activities classified accord-
ing to the classification o.f activity and the order of frequency 
of performance within each classification. Table XI also 
shows where these job activities should. be learned in the 
opinion of the respondents and indicates those activities 
which need more instruction in school. 
Table XI also shows that all of the stenographic or 
secretarial activities were relatively high in total frequency 
of performance. This was probably due to the fact that all 
the respondents classified themselves as secretaries. 
As shown in Table XI, all of the bookkeeping and office 
machine activities had a total frequency of performance below 
the stenographic and secretarial duties. These low frequen-
cies indicate that those activities, such as figuring, posting, 
and checking, were probably being performed by employees with 
less training than the college graduates. 
Table XI also shows the totals for frequency of performance 
for the filing activities to be high which fact indicates that 
the secretarial majors should be well trained to perform these 
filing activities. 
Table XI indicates that some of the activities classi-
fied as general office activities were frequently performed 
by the respondents. The three with the highest frequency in 
this group were opening, sorting, distributing mail, ordering 
suppli es, and folding letters and inserting them into envelopes. 
These activities are usually performed in conjunction with the 
secretarial positions which might explain their high frequency. 
' 
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The tabulation of frequency of use of the office machines 
shows the .foll owing machines with the h i ghest frequency: 
Comptometer for adding, electric typewriter, and the gelatin 
duplicator. 
The third division in Table XI indicates those activities 
which the respondents felt needed more instruction in school. 
The following activities were reported by five to thirty 
respondents as needing more instruction in school: composing 
letters at the typewriter, answering the telephone, taking 
dictation at the . typewriter, meeting callers, using the ten 
key adding machine, supervising employees, Burroughs adding 
machine, reporting on repairs, upkeep of office equipment and 
supplies, making appointments, . typing reports, typing 
statistical work, follow-up file, and more instruction in the 
speed of taking dictation in shorthand and transcribing . 
' 
' 
TABLE XI 
THE TOTAL FREQUENCY OF PERFORMANCE OF 1'HE 
76 ACTIVITIES CLASSIFIED ACCORDING TO TYPE OF 
ACTIVITY AND ARRANGED IN ORDER OF FREQUENCY 
Approximate Frequency 
of Performance 
• ~ l7l • l7l 
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Stenographic ~ Secretarial 
Answering the telephone ~14 53 21 25 10 5 0 
Taking dictation in shorthand 
~04 and transcribing 50 25 11 4 10 4 
Composing letters at the 
typewriter 87 6 13 17 12 24 15 
Meeting callers 84 29 14 20 13 8 0 
Reporting on repairs, upkeep 
-
of office equipment and 
supplies 73 1 2 3 9 38 20 
Making appointments 72 21 10 11 16 13 1 
Taking dictation at the 
typewriter 47 1 3 2 7 15 19 
Supervising employees at any 
time 34 16 2 4 2 5 5 
Typing from ediphone or 
dictaphone 27 8 6 1 2 6 4 
Planning for the day's work 
for others 26 10 1 6 4 1. 4 
Interviewing applicants for 
employment 14 1 2 0 1 2 8 
Bookkeeping Activities 
Balancing cash 23 1 1 4 8 6 3 
Making entries in petty cash 
book 21 0 1 4 5 7 4 
Mak;ing entries in general 
JOUrnal 20 4 2 ... 2 5 2 5 
.. 
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to 
lEarn 
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47 18 47 23 
~0 0 13 6 
60 0 27 30 
27 16 40 14 
20 28 23 6 
18 18 34 5 
37 1 9 16 
7 11 17 9 
22 0 5 1 
5 8 12 4 
3 2 · 9 4 
18 0 4 0 
12 2 7 0 
15 1 4 0 
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Approximate Frequency Place 
of Performance to learn 
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Bookkeeping Activities, cont. 
Figuring pay rolls 17 0 0 0 0 9 8 9 0 8 0 
Posting to general ledger 13 1 1 1 4 1 5 9 0 4 0 
Making entries in the purchase 
journal 10 0 0 2 1 3 4 6 1 3 0 
Figuring discounts 10 1 3 0 0 3 3 8 0 2 0 
Making a trial balance 9 0 0 0 1 1 7 7 0 2 0 
Posting to acct's rec. ledger 8 1 0 2 2 0 3 7 0 1 0 
Making entries in the sales 
journal 8 0 0 1 2 2 3 6 1 1 0 
Making a balance sheet 3 0 0 0 0 0 3 2 0 1 0 
Figuring interest on notes, 
drafts, etc. 3 0 0 0 0 1 2 4 0 0 0 
Making a profit and loss 
statement 2 0 0 0 0 1 1 2 0 0 0 
Typing Activities 
Addressing envelopes 75 4 5 20 35 6 5 p6 2 9 0 
Typing reports 67 17 11 7 7 12 13 ~7 5 25 5 
Typing letters from longhand 58 7 8 11 10 10 12 31 12 11 1 
Filling in printed forms 53 4 5 6 12 17 9 28 14 10 0 
Typing telegrams 40 0 2 3 9 1.3 13 29 5 7 1 
Typing cards for filing 37 3 3 2 13 10 6 24 6 5 0 
Typing inter-office 
memorandums 37 1 6 5 11 10 4 1.9 5 14 2 
Copying from rough draft 36 2 6 5 3 10 10 23 3 10 3 
Typing statistical work 34 4 5 7 0 5 13 20 0 13 5 
Cutting stencils 31 3 1 0 2 l.O 15 27 0 4 0 
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Typing Activities, continued 
Typing bills and invoices 28 1 4 3 5 7 8 13 5 9 1 
Making master sheets 28 1 3 4 1 12 7 27 0 0 3 
Typing form letters 26 0 3 1 5 9 8 15 4 7 0 
Typing checks 23 0 1 2 5 10 5 13 4 7 0 
Typing articles and 
manuscripts 21 8 2 1 1 6 5 15 1 7 1 
Typing orders 17 0 5 3 2 4 3 5 4 7 1 
Typing legal documents 16 7 2 2 1 2 2 5 1 9 3 
Typing postal cards 4 0 0 0 2 0 2 3 0 1 0 
Typing policies 3 1 0 0 2 0 0 0 1 2 0 
Office Machines 
Ten key adding machines 19 0 0 5 4 6 4 ll'f 0 2 10 
Mi meograph 17 0 1 0 0 9 7 1[ 0 1 1 
Burroughs adding 16 0 0 5 6 1 4 14 0 2 7 
Comptometer or Burroughs for 
adding 13 2 0 5 1 3 2 11 0 1 7 
Electric typewriter 12 0 0 2 1 5 4 11 0 0 3 
Gelatin duplicator--ditto 12 0 0 2 1 5 4 11 0 0 3 
Monroe 7 0 0 0 2 2 3 E 0 0 4 
Sunstrand 4 0 0 1 0 2 1 4 0 0 2 
Ge l a t in duplicator--hectograph 4 1 0 0 1 1 1 ~ 0 0 0 
Comptometer or Burroughs for 
multiplying 3 2 0 1 0 0 0 ~ 0 0 3 
Addressograph 3 0 0 0 0 1 2 3 0 0 0 
Comptometer or Burroughs for 
dividing 2 1 0 1 0 0 0 ~ 0 0 2 
. 
-
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Office Machines, continued 
Bookkeeping machine 1 0 0 0 0 0 1 1 0 0 1 
Checkwriter 1 0 0 0 1 0 0 0 0 1 0 
Filing Activity 
Alphabetic 85 5 5 24 25 23 3 58 3 24 4 
Subject 34 1 1 8 8 14 2 22 2 10 3 
Follow-up file 31 0 1 5 15 6 3 16 ~ 11 5 
' 
Numeric 30 3 1 8 8 8 2 17 c 13 1 
Cross referencing 24 1 0 3 10 7 3 17 0 6 0 
Sorting and coding 20 1 0 8 4 6 1 11 3 6 2 
Geographic 6 0 0 2 3 1 0 5 0 1 0 
Sound ex 2 0 1 0 1 0 0 2 0 0 1 
General Office Activities 
Opening, sorting , distribut:i.ne 
mail 68 1 8 24 27 7 1 20 25 23 3 
Ordering supplies 65 0 1 2 4 31 27 20 26 19 1 
Folding and inserting letters 
in envelopes 64 2 3 9 41 3 6 45 6 11 1 
Doing of fice housekeeping 31 0 0 1 21 4 5 10 12 7 2 
Making bank deposits 29 0 0 1 7 15 6 12 6 10 1 
Checking bills and invoices 24 0 2 3 5 8 6 13 5 5 1 
Making out receipts 22 1 1 0 4 10 E 9 l: 8 0 
Taking inventory 18 0 0 1 0 4 1~ 6 8 3 0 
Keeping a checkbook 16 2 0 4 5 4 ] 10 0 6 0 
Switchboard work 6 0 2 0 3 1 c 3 c 3 2 
Doing cashier work 3 2 0 0 0 1 0 1 ] 1 1 
I 
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Table XII shows the significance of the total frequencies 
of the office activities performed by the respondents. A 
different classification was used in determining the signifi-
cance of the total frequencies as shown in Tables X and XI. 
The activities which were performed more than two hours every 
day and from one to two hours every day were grouped together 
into what was termed ttmajorn activities. The activities which 
were performed from one-half hour every day and less than 
one-hv.lf hour every day were grouped together into what was 
termed as "regularn activities. The activities which were 
performed once or twice a week and monthly or less frequently 
were grouped as "occasionaln activities. 
After these activities were grouped, the nmajortt 
activities and the "regulartt activities were added together 
and divided by the total frequency, "major,n Uregular, 11 and 
11occasionalu to obtain the percentage of frequency for 
performance. 
In order to determine the teaching emphasis which should 
be given to each of these office activities, the responses 
for school and school and job were added together and divided 
by the total of school, job, and school and job to obtain the 
percentage of place for emphasis in training. 
Table XII shows that even though some of the activities 
ranked low in total frequency they should be thoroughly 
learned in school. These activities showed a school emphasis 
of 100 per cent. ftJnong the job activities which had a school 
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emphasis of 100 per cent and should be thoroughly learned in 
school, in the opinion of the respondents, were the following : 
taking dictation in shorthand and transcribing, composing 
letters at the typewriter, typing statistical work, cutting 
stencils, numeric filing, typing master sheets for liquid and 
gelatin duplicators, typing from ediphone or dictaphone, cross 
referencing in filing , balancing cash, ten key adding machine, 
fi guring pay rolls, mimeograph machine, Burroughs adding 
machine, keeping a checkbook, posting to general ledger, 
Comptometer or Burroughs calculator for adding, electric type-
writer, gel atin duplicator--ditto, figuring discounts, making 
a trial balance, posting to accounts receivable ledger, Monroe 
machine, geographic filing, Sunstrand, gelatin duplicator--
hectograph, making a balance sheet, figuring interest on notes, 
drafts, etc., Comptometer or Burroughs for multiplying , 
addressograph machine, making a profit and loss statement, 
soundex filing , bookkeeping machine, and checkwriter. 
The office activities which had a percentage of school 
emphasis between 90 and 99 per cent were as follows: alphabetic 
filing , addressing envelopes, typing reports, folding letters 
- and inserting into envelopes, taking dictation at the type-
writer, copying from rough draft, subject filing, follow-up 
file, making entries in the petty cash book, typing articles 
and manuscripts, making entries in the general journal, typing 
legal documents, and making entries in the purchases journal. 
The office activities which had a percentage of school 
emphasis below 60 per cent were doing office housekeeping 
and taking inventory. 
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TABLE X~I 
THE SIGNIFICANCE OF THE TOTAL FREQUENCY OF THE 76 OFFICE ACTI VITIES 
PERFORMED BY Tlffi 116 RESPONDENTS AND vvHERE THESE ACTIVITIES SHOULD BE TAUGHT 
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1 Answering the telephone 11 141 74 35 5 96% 47 18 47 85J 
2 Taking dictation -in shorthand and 
transcribing 04 75 15 14 86% 90 0 13 100~ 
3 Composing letters at the typewriter 87 19 29 39 55% 60 0 27 100~ 
4 Alphabetic filing 85 10 49 26 69% 58 3 24 96~ 
5 Meeting callers 84 43 33 8 90% 27 16 "4 66~ 
6 Addressing envelopes 75 9 55 11 86% 66 2 9 987 
7 Reporting on repairs, upkeep of office 
equipment and supplies 73 3 12 5.8 20% 20 28 23 61C "I 
8 Making appointments 72 31 27 14 80% 18 18 34 74' "I 
9 Opening , sorting , and distributing mail 68 9 51 8 88% 20 25 23 63' 
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Stenographic 
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10 Typing reports 67 28 14 25 63J 37 5 25 92% Typing 11 Ordering supplies 65 1 6 58 11% 20 26 19 60% General 
12 Folding letters and i nserting into 
envelopes 64 5 50 9 86 0 45 6 11 90% General 
13 Typing letters from longhand 58 15 21 22 62% 31 12 11 78% Typing 
14 Filling in printed forms 53 9 18 26 51% 28 14 10 73% Typing 
15 Taking dictation at the typewriter 47 4 9 34 28% 37 1 9 98% Stenographic and 
secr.etarial 
16 Typing telegrams 40 2 12 26 35% 29 5 7 88% Typing 
17.5 Typing cards for filing 37 6 15 16 57% 24 6 5 83% Typing 
17.5 Typing inter-office memorandums 37 7 16 14 62% 19 5 14 87'f£ Typing 
19 Copying from rough draft 36 8 8 20 44% 23 3 10 92% Typing 
21 Supervising employees any time 34 18 6 10 70% 711 17 68% Stenographic and 
secretarial 
21 Typing statistical work 34 9 7 18 47% 20 0 13 P.oo~& Typing 
21 Subject filing 34 2 16 16 53% 22 2 10 91% Filing 
24 Cutting Stencils 31 4 2 25 19% 27 0 4~0% Typing 
24 Follow-up file 31 1 20 9 70% 16 3 11 90% Filing 
24 Doing office housekeeping 31 0 22 9 71% 10 tl2 7 58% General 
26 Numeric filing 30 4 16 10 67% 17 0 13 JOO% F'iling 
CJl 
a:> 
\:, 
\r) 
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27 , · ~ M~king bank deposits 
28.5 Typing bills and invoices 
28.5 Typing master sheets for liquid and 
gelatin duplicators 
30 Typing from ediphone or dictaphone 
31 Planning work for others 
31 Typing form letters 
33.5 Cross referencing in filing 
33.5 Checking bills and invoices 
33.5 Balancing cash 
35.5 Typing checks 
37 Making out reports 
38.5 Making entries in the petty cash book 
38.5 Typing articles and manuscripts 
40.5 Making entries in the general journal 
40.5 Sorting and coding for filing 
42 Ten key adding machine 
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27% 12 6 10 78% General 
46% 13 5 9 81% Typing 
I 
32% 27 0 0 100% Typing 
63% 22 0 5 l001c Stenographic 
and secretarial 
81% 5 8 12 68~ Stenographic 
and secretarial 
35% 15 4 7 841c Typing 
58% 17 0 6 100~ Filing 
42% 13 5 5 781c General 
61% 18 0 4 100~ Bookkeeping 
35% 13 4 7 83~ Typing 
27% 9 5 8 761c General 
48% 12 2 7 90~ Bookkeeping 
52~ 15 1 7 96~ Typing 
65~ 15 1 4 95~ Bookkeeping 
65~ 11 3 6 857 Filing 
47~ 17 0 2 1007 Office Machine: 
CJ1 
<0 
Rank 
43 
45 
45 
Activity 
Taking inventory 
Figuring pay rolls 
Typing orders 
Mimeograph machine 
Typing legal documents 
Burroughs adding machine 
Keeping a checkbook 
18 
17 
17 
17 
16 
16 
16 
45 
48 
48 
48 
50 Interviewing applicants for employment 14 
5~.5 Posting to general ledger 13 
51.5 Comptometer or Burroughs calculator for 
adding 13 
53.5 Electric typewriter 
53.5 Ge l atin duplicator--ditto 
55.5 Making entries in the purchase journal 
55.5 Figuring discounts 
57 Making a trial balance 
12 
12 
10 
10 
9 
0 
0 
5 
1 
9 
0 
2 
3 
2 
2 
7 
0 
0 
4 
0 
1 
0 
5 
0 
3 
11 
9 
1 
5 
6 
0 
3 
3 
0 
1 
17 
17 
7 
16 
4 
5 
5 
10 
6 
5 
5 
9 
7 
6 
8 
5% 6 
O% 9 
59% 
6% 15 
81% 5 
69% 14 
69% 10 
Classifice.tion 
8 3 54% General 
0 8 ~OO% Bookkeeping 
4 7 75% Typing 
0 1 ~OO% Office Machines 
1 9 93% Typing 
0 2 ~OO% Office Machines 
0 6 ~oo% General 
28% 3 2 9 86% Stenographic 
and secretarial 
54% 9 0 4 ~OO% Bookkeeping 
61% 11 0 1 ~OO% Office Machines 
58% 11 
25% 11 
307~ 6 
40% 8 
11% 7 
0 
0 
1 
0 
0 
1 lCD% 
0 ODO% 
3 90% 
2 DO% I 
2 DO% 
Office Machines 
Office Machines 
Bookkeeping 
Bookkeeping 
Bookkeeping 
C'l 
0 
H 
~ 0 
.p 
• rn~ '1-i p.,,......... 
rn ~rnH :>mnl» 
~ H .pQ)Q) •.-'I ..Qn 1-j 
0 t>,.q • or-irl:> .pQ).p.p 0 p (/) ~ :> Q) 0 0 ~ ~ 0 1-j Q) 
..--iC\JrJJ or-i'd ~..-tOQ) ~ ... 1-j (/) .... g. :> H,...... .p ~ • ~ :a; ;J ~ 'd 1-j ~~..QI> 0'11H n.P 0' ... .... 
' 
Q) ~ c.U ~ ..c1 w tQQ) s:1 
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.;:..QC\l'd • s:1Hs:1H ~ + w (/) .... 
Rank Activity Iii .PI H Hr-1101 OOc.UC;.; ~ Classification HQ)nE; w..Q ..-t ~ n (/) n n s:1--; rn Q),!:1l rn 0 
w OH'd(J) ~rl c.U c.UOQ)rn ~ 0 .p . .... o~:> I ..Q ttl 0 s:1 Q) Q) .n ..c1 
0 ' ~ -~- ttl Q) Q) ,-JI CII .P 'd OO!!=ri 0 0 0 ,..., ~ --- 0 -- - v~ I-. ~~ .... 
58.5 Making entries in the sales journal 8 0 3 5 37% 6 1 1 87% Bookkeeping 
58.!5 Posting to acct's receivable ledger 8 1 4 3 62% 7 0 1 100% Bookkeeping 
60 Monroe 7 0 2 5 
I 
28% 6 0 0 100% Office Machines 
61.5 Geographic filing 6 0 5 1 83% 5 0 1 1007& Filing · 
61 . 5 Switchboard work 6 2 3 1 83% 3 0 3 100% General 
64 Typing postal cards 4 0 2 2 50% 3 0 1 100% Typing 
64 Sunstrand 4 0 1 3 25% 4 0 0 lOOJ& Office Machines 
64 Gelatin duplicator--hectograph 4 1 1 2 50% 4 0 0 lOO% Office Machines 
. ~ 
O% 100% 68 .5 Mak ing a bal ance sheet 3 0 0 3 2 0 1 Bookkeeping 
68.5 Figuring interest on notes, drafts,etD 3 0 0 3 O% 3 0 0 100% Bookkeeping 
68.5 Typing policies 3 1 2 0 100% 0 1 2 67% Typing 
68 .5 Comptometer or Burroughs for 
100% mult i ply ing 3 2 1 0 100% 3 0 0 Office Mach ines 
68 .5 Addressograph machine 3 0 0 3 o at 70 3 0 0 100% Office Machines 
68.5 Doing c a shier work 3 2 0 1 67% 1 1 1 67~ General 
73 Making a profit and loss statement 2 0 0 2 O% 2 0 0 100~ Bookk e eping 
73 Comptometer or Burroughs for dividing 2 1 1 0 100% 2 0 0 1001' Offi ce Machines 
73 Sou ndex filing 2 1 1 0 ' 100% 2 0 0 100~ Filing 
01 
1-' 
....:! ....:! ::0 CJl CJl ~ • • CJl CJl 
Q tJ:j 
::.~ 0 
CD 0 
(") ~ 
~ ~ 
~ (l) 
~ (l) 
l-Ie 'd 
c-r l-Ie 
CD ::s 
lj ~ 
s 
ll' 
(") p::. P' (") !-'· c+ ::s 1-'-(l) <: 
1-'-
c-r 
«{ 
if l . ('1' 
,-.,. 
• r .~ • 
f 
t-J t-J ~rotal Frequency 
Major Activity 
C> 0 {More than 2 hrs. 
and 1-2 hrs. 
every day) 
:Regular Activity 
1-' 0 (~-1 hr. and less 
than i hr. every 
::lay) 
Occasional Activity 
0 t-J (Once or twice a 
week and Monthlr or 
less frequently 
t- M + R -)~ 0 
0 
-:J'l.. -£ M + R t 0 
0 1-' School 
0 0 Job 
School and JOO 
t-• 0 
t-• 1-' s 
""' 
SJ .. ~ .. ?;. 
0 0 s t J #- SJ 0 
.£. ';:.~ 
0 0 Q 
HJ 1-+.l 1-' H) H;, f" !-'· !-'• [Jl 
Q Q til 
<D <D !-'• 
!<' ~ H;, P'' 1-'-ll' Q 
Q Q ll' ~: P' c-r l-Ie !-'• 
::s ::s 0 
2.9 <D <D ::s [Jl [Jl 
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Table XIII summarizes the findings reported in Tables 
X, XI, and XII. In ~rable XIII the activities are classified 
according to type of activity and arranged in order of rank 
within each classification. The time-frequency rating in per 
cent and the school-training rating in per cent are shown for 
each activity. These percentages were taken from Table XII. 
The percentages given for school training should be valuable 
as a guide for planning the course content of various subjects. 
The stenographic and secretarial activities which had a 
school-training rating of 90 per cent or higher were taking 
dictation in shorthand and transcribing, composing letters at 
the typewriter, tak:i.ng dictation at the typewriter, and typing 
from ediphone and d:i.ctaphone. 
The bookkeeping activities which had a school-training 
rating of 90 per cent or higher were balancing cash, making 
entries in the petty cash book, making entries in the general 
journal, figuring pHy rolls, posting to the general ledger, 
making entries in the purchases journal, figuring discoun ts, 
making a trial balance, posting to accounts receivable, making 
a balance sheet, fi t~ring interest on notes, drafts, etc., and 
making a profit and loss statement. 
Among the typing activities which had a school-training 
rating of 90 per cent or higher were addressing envelopes, 
typing reports, cop;y-ing from rough draft, typing statistical 
work, cutting stenclls, making master sheets, typing articles 
and manuscripts, ty:ping legal documents, and typing postal 
~ 
cards. 
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All of the fourteen office machines showed a school-
training rating of 100 per cent. Almost all of the respond-
ents stated that more training was needed in office machines. 
The filing activities which had a school-training rating 
of 90 per cent or higher were alphabetic, subject, follow-up, 
numeric, cross referencing, geographic, and soundex. 
The general off'ice activities which had a school-training 
rating of 90 per cent or higher were folding letters and 
inserting into envelopes, keeping a checkbook, and switchboard 
work. 
TABLE XIII 
SIGNIFICANCE OF ACTIVITIES I N EACH CLASSIFICATION 
Rank Act:_vity 
Time-
frequency 
Rating in 
Per Cent 
School-
training 
Rating in 
Per Cent 
1 
5 
2 
31 
8 
21 
30 
3 
50 
7 
Stenographic .£::.!ld ~-etarial 
Answering the telephone 
Meeting callers 
Taking dictat i on in shorthand 
and transcrib:Lng 
Planning work for others 
Making appointments 
Supervising employees at any 
time 
Typing from ediphone and 
dictaphone 
Composing let·:;ers at the 
typewriter 
Interviewing applicants for 
employment 
Reporting on :r>epairs, upkeep of 
office equi:;:>ment and supplies 
96 
90 
86 
81 
80 
70 
63 
55 
28 
20 
85 
66 
100 
68 
74 
68 
100 
100 
86 
61 
Rank 
66.5 
40.5 
58.5 
33.5 
51.5 
38.5 
55.5 
58.5 
55.5 
57 
45 
68.5 
73 
68.5 
6 
48 
10 
13 
17.5 
45 
17.5 
38.5 
14 
64 
21 
28.5 
Activity 
Bookkeeping Activities 
Making a balance sheet 
Making entries in general journal 
Posting to accounts receivable 
Balancing cash 
Posting to gene,ral ledger 
Making entries to petty cash 
book 
Figuring discounts 
Making entries in sales journal 
Making entries in the purchases 
Making a trial balance 
Figuring pay rolls 
journal 
Figuring interest on notes, 
drafts, etc. 
Making a profit and loss 
:statement 
Typing Acti viti~~ 
Typing policie:3 
Addressing env,9lopes 
Typing legal dJcuments 
Typing reports 
Typing letters from longhand 
Typing inter-office memorandums 
Typing orders 
Typing cards for filing 
Typing articles and _manuscripts 
Filling in printed forms 
Typing postal cards 
Typing statistical work 
~yping bills and invoices 
Time-
frequency 
Rating in 
Per Cent 
100 
65 
62 
61 
54 
48 
40 
37 
30 
11 
0 
0 
0 
100 
86 
81 
63 
62 
62 
59 
57 
52 
51 
50 
47 
46 
School-
training 
Rating in 
Per Cent 
100 
95 
100 
100 
100 
90 
100 
87 
90 
100 
100 
100 
100 
67 
98 
93 
92 
78 
87 
75 
83 
96 
73 
100 
100 
81 
65 
Rank 
19 
16 
31 
35.5 
28.5 
24 
68.5 
73 
75 
48 
51.5 
53.5 
64 
42 
60 
53.5 
64 
45 
68.5 
75.5 
73 
61.5 
24 
4 
26 
Activity 
· Typing Activities_, continued 
Copying from rough draf't 
Typing telegram~ 
Typing form letters 
Typing checks 
Making master sheets for liquid 
and gelatin dx~plicators 
Cutting stencil~l 
Office Machines 
Comptometer or Imrroughs for 
multiplying 
Comptometer or Burroughs for 
dividing 
Checkwriter 
Burroughs adding machine 
Comptometer or Burroughs machine 
for adding 
Electric typewr:~ ter 
Gelatin duplicator--hectograph 
Ten key adding machine 
Monroe machine 
Gelatin duplica t or--di t to 
Sunstrand 
Mimeograph mach:Lne 
Addressograph machine 
Bookkeeping machine 
Filing Acti vi tie :! 
Soundex 
Geographic 
Follow-up file 
Alphabetic 
Numeric 
Time-
frequency 
Rating in 
Per Cent 
44 
35 
35 
35 
32 
19 
100 
100 
100 
69 
61 
58 
50 
47 
28 
25 
25 
6 
0 
0 
100 
83 
70 
69 
67 
School-
training 
Rating in 
Per Cent 
92 
88 
84 
83 
100 
100 
100 
100 
100 
100 
100 
100 
100 
100 
100 
100 
100 
100 
100 
100 
100 
100 
90 
96 
100 
66 
Rank 
40.5 
33.5 
21 
9 
12 
61.5 
24 
48 
68.5 
33.5 
27 
37 
11 
43 
Activj_ty 
Filing Activities ., continued 
Sorting and coding 
Cross referenci~~ 
Subject 
General Office Activities 
Opening, sorting, distributing mail 
Folding letters and inserting into 
envelopes 
Switchboard work 
Doing office housekeeping 
Keeping checkbook 
Doing cashier work 
Checking bills and invoices 
Making bank depc,si ts 
Making out recelpts 
Ordering suppliE:S 
Taking inventory 
Time-
frequency 
Rating in 
Per Cent 
65 
58 
63 
88 
86 
83 
71 
69 
67 
42 
27 
27 
11 
5 
School-
training 
Rating in 
Per Cent 
85 
100 
91 
63 
90 
100 
58 
100 
67 
78 
78 
76 
60 
53 
67 
The graduates were asked to list any activities they performed 
which were not on the check list. The suggested activities were 
as follows: operating the addressograph and operating the 
checkwriter. The respondents suggested a few oth er activities, 
but only those which th1;, respondents considered should be taught 
in school were listed h::Jre. 
Chapter VI contain.s the sum.m.ary and conclusions of this 
study . 
CHAPTER VI 
&J~~y AND CONCLUSIONS 
The major problem of t his study was to determine for 
curriculum revision purposes the activities and duties most 
frequently performed by the secretarial graduates. 
Of the 168 check lists sent to the secretarial gradu-
ates of Practical Arts and Letters, 131 were returned 
representing a 78 per cent return. From these returns the 
following findings and conclusions were formed: 
1. Of the 131 respondents, 116, or 89 per cent, were 
doing stenographic or secretarial work at the time of the 
study. Fifteen respondents had held full-time office jobs 
since graduation but were students or married and at home at 
the time of the stud.y. 
2. Of the 116 graduates employed in offices at the 
time of the study, ~0, or 60.34 per cent, secured office 
employment before gr,aduation; 14, or 12.07 per cent, secured 
office positions within two months after graduation; 19, or 
16.38 per cent, · secured office positions within four months 
after graduation; 8, or 6.9 per cent, secured office posi-
tions within six mor. ~ths after graduation; and 5, or 4.31 per 
cent, secured office: posi t:i.ons within eight months after 
graduation. The findings showed that all secretarial gradu-
ates of the four-yes.r program were placed in secretarial or 
stenographic positions in less than a year after graduation. 
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3. Only 36 of the 131 respondents who were full-time 
employees, or had held full-time office jobs, indicated that 
the first job was obtained through the University placement 
office. 
4. Of the 116 respondents doing office work at the time 
of the study, a total of 60, or .52 per cent, were with the 
original employer. 
5. Only 31, or 12.5 per cent, of the 131 respondents 
had secured additional schooling since graduating from the 
College of Practical Arts a.nd Letters. 
6. Ninety-four per cent of the graduates reported that 
they were satisfied with their present positions, giving 
some indication that they were able to adjust themselves to 
their jobs without any great difficulty. Only 6 per cent 
reported that they ~ere dissatisfied. 
7. The subjects which were most helpful to graduates 
were: all secretarial subjects, economics, psychology, 
business law, vocabulary building, English composition, 
business correspondence, business organization, accounting, 
and courses pertaining to the medical secretary as bacteri-
ology and physiology. 
8. Three highest ranking activities, according to the 
number of respondents performing them, were answering the 
telephone, taking dictation in shorthand and transcribing, 
and composing letters at the typewriter. 
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9. Secretarial and stenographic activities were the 
most frequently performed by the graduates. The secretarial 
and stenographic activities very high on the frequency list 
were answering the telephone, taking dictation in shorthand 
and transcribing, composing letters at the typewriter, meet-
ing callers, reporting on repairs, upkeep of office equipment 
and supplies, and ma.king appointments. 
10. Ninety-fi ·~.re graduates reported performing the 
activity of addressing envelopes and it ranked sixth on the 
frequency list. Of the number using the activity, 66 believed 
the activity should be taught in school. 
11. The activity opening, sorting, and distributing 
mail ranked ninth on the fr•equency list and was performed 
by 68 graduates. The graduates felt that this activity 
should be taught in school as well as on the job. 
12. Business machines were not used as frequently as 
was expected. The most frequently used machine was the ten 
key adding machine. Ninetelen graduates reported this 
activity. Five people used it from one-half hour to one hour 
every day, four used it le8s than a half hour every day, six 
used it once or twice a week, and four used it monthly or 
less frequently. 
13. Seventeen people reported using the mimeograph 
machine. Only one person used it from one to two hours 
every day, nine used it once or twice a week, and seven used 
it monthly or less frequently. Sixteen respondents felt the 
mimeograph should be .taught in school. 
14. The bookkeeping activities ranked low on the 
frequency list. Balancing cash was the highest bookkeeping 
activity with twenty-three using this activity, and making 
a profit and loss statement was the lowest bookkeeping 
activity with only two people reporting its use. 
15. The highest typing activity was addressing 
envelopes with 75 respondents performing this duty. The 
other typing activities wer•e performed by 60 or less 
respondents. 
16. Eighty-fiye respondents were using the alphabetic 
system of filing; 3~,, the subject; 31 had a follow-up file; 
30, the numeric; and 24 usEld eros s referencing in their 
filing . Twenty sor1;ed and coded their own material for 
filing. Only six Ufled the geographic system, and two used 
the soundex system. 
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17. The three most frequently performed general office 
activities were opening, sorting, distr ibuting mai l, ordering 
supplies, and folding and j~nserting letters in envelopes. 
The two lowest fre~Lency rated general office activities were 
switchboard work and doing eashier work. 
Chapter VII contains the recommendations for improving 
the four-year secretarial program. These recommendations 
were taken from the comments on the questionnaires returned 
by the respondents. 
CHAPTER VII 
REC o:MMENDATI ONS FOR I MPROVING 
THE P CITR-YEAR SE CREr.PARIAL PROGRAM 
The analysis of the findings of this study points to the 
following recommendations for i mproving the four-year 
secretarial program: 
1. Answering the telephone and meeting callers should 
be a major unit in the secretarial classes. 
2. More psychology courses should be given to secre-
tarial majors, especially psychology courses that would 
develop the graduate•' s personality. 
3. More time ~thould be spent in dictating to the 
student at the type'VIriter. 
4. A course on supervising people should be correlated 
with the secretarial studies. Many of the secretaries had to 
plan work for otherB, supel~vise employees, and take charge 
of the office. TheBe graduates felt t hat some training in 
this field should be given in school. 
5. Filing act:_ vi ties which should be stressed most are: 
alphabetic filing, ~mbject filing , keeping a follow-up file, 
numeric filing , croBs referencing, and sorting and coding . 
Practice in setting up an actual filing system was stressed. 
6. Graduates :~hould continue to receive training in 
operating various b1tsiness machines, although the machines were 
used infrequently b~r the majority of t h e graduates. A number 
of the respondents :mggested that more training in office 
machines should be given. 
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7. Emphasis sl:.ould be placed on these typing activities 
which are most frequently performed on the job: addressing 
envelopes, typing re,ports, typing letters from longhand, 
. filling in printed forms, typing telegrams, typing cards 
for filing, and typing inter-office memorandums. 
8. The followlng activities were listed as needing 
more instruction in school: answering the telephone, compos-
ing letters at the typewriter, meeting callers, taking 
dictation at the typewri tel~, supervising employees at any 
time, typing reporta, taking dictation in shorthand and 
transcribing, making appointments, reporting on repairs, 
upkeep of office eqttipment and supplies, typing statistical 
work, ten key adding machine, Burroughs adding machine, 
comptometer or Burroughs for adding, and the follow-up file • 
.At least five peopln suggested more instruction in school 
for the activities listed above and as many as thirty felt 
the need of more instruct:Lon for some of the mentioned 
activities. 
9. This study showed a need for a survey at frequent 
intervals to keep the course content in conformity with what 
the graduated students are doing and to use in class 
discussions as to ac~ti vi ties most frequently performed, 
salaries, et cetera. 
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BOSTON UNIVERSITY 
CoLLEGE oF PRACTICAL ARTS AND LETTERS 
27 GARRISON STREET, BosTON 16, MAsSACHUSETTS 
May 16, 1951 
Dear Graduate: 
Miss Elizabeth Hemmerly, Secretary to the Dean , and Miss Anna Radzuldnas, 
Assistant Instructor, are making a follow-up study of our two- and four-year 
graduate secretarial majors ::or the past five yearse A questionnaire and a 
check list are indispensable for this st~dy. We hope you will be able to co-
operate with us, and we hope that om· invitation will not appear to be too much 
of an imposition. 
~he purpos es o:f the stu1ly are to determine the e.dequacy of our curriculums 
in preparing O'ttr gradua tes for positions for 1vhich t hey were trained and the 
specific Mon-the-job1i activi":iies currently being performed by thorn. The infor-
mation we obtain from this study will be helpful in .evaluating and revidng our 
present curriculums. 
Your frank ans\orers and IJpJ.nJ.ons on the enclosed survey report and check 
list are necessary for this 13tudy. '\'Tithout your help, our survey cannot be 
successful. We hope you will take a fe\'1 minutes of your time to render this 
service to your Alma Mater a :1d her fut.ure students. 
Names will not be refer::-ed to in any 'tTay in the survey but a r e necessary 
to check returns. All information will be held in strict confidence and the 
data '"ill be used in tabular form only . 
]ecause the success of the survey depends upon the responses received, 
the return of t he enclosed ma t erial 1Jiithin the next fe1<1 days will be greatly 
appreciated. .A stampedi add:ressed envelope is enclosed for your conv enience 
in replying. 
TLD :EH 
Questionnaire 
Check list 
Envelope 
SURVEY REPORT OF OUR TWO-AM> FOUR-YEAR 
SmJREI'ARIAL ~.-ORS FOR THE PAST FIVE IEARS 
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Kame~--------------------------------·----------Year of graduation~-----------------
1. Are you nov employed? Yes_; No_. 
2. If unemployed, please check whether unemployment is because of marriage_; 
ill health ; attending school ;: ina bill ty to obtain job desired . • 
- - -
3. HaTe you attended aey school after graduating from PALt Yes_; No__ If 
answer is 11 yes", please list post-college education and training of all kinds 
in the space ielow. 
Institution or Dates Descripti<>n of Course or Certificate, Degree, or 
~,... ....... .,..,.,..,. 
'Ji'>ronm Tn T"rn.inina ,.,+.l-oa.,.. .'""""_....,.,t,inn ,..AnAiTM 
. 
.. 
4. When vas your first position secured1r 
5. Please use the space provided below 1:io gi Te us your occupational history since 
graduation. 
Dates of Wee'IUJ 
Name of Firm or Name of Employment SaJ.,l:~ 
Business Title of position Supervisor *Placement Begin End Beg ill End 
Mo.Yr. M::>.Yr 
-
.·\ 
* Indicate how you found each position; :l • e • , personal contacts, commercial employment 
agency, friends, relatives, college pu1cement office, or by other means. 
6. Are you satisfied with your present position? Yes_; l'fo._ 
7· If answer to above question is "no" , what type of position do you desire? 
Comment. 
--------------------------·----------------------------------------
8. What subjects e1rild:1ell:r:a1z PAL do you Gbnsid.er hel.ped ·you most in...,ypur- posi:t!l:on? 
9. What subjects not taken at PAL would have been hel.pful to you on your present position? ___________________________________________________________________ _ 
10. In what ways could the college have helped you m::>re? Your comments will be most 
valuable in improving our courses. J)lea.se 'be frank. 
CHECK LIST OF ACTIVITIES PERFORMB:D ON PRESENT JOB 
1 2 
ce a check mark in only one NOTE: Pla 
column of 
siona for 
forming. 
third div 
ties you 
in school 
Frequency of performing duties on Where activity should be 
each of the first two diTi-
1
Fesent jbb. 
those duties you are nov per- More From 
Place a check mark ie1 the than 1-2 
ision for only those activi- 2 hrs. hre. 
feel need more instruction every every 
. day day 
Job or Activity 
I. Sten ographic and secretarial 
1. Taking dictation in shorthand 
and transcribing 
2. 
3. 
Typing from ediphone or dictaphone 
4. 
5· 
6 . 
1· 
8. 
9 . 
10. 
11. 
12. 
Composing letters at the type-
writer 
Taking dictation at the type-
writer 
Supervising employees any time 
Planni~ wor k for other s 
InterTiewing applicants for 
emploYJ1!ent 
Reporting on repairs, upkeep 
of office equipment, and 
supplies 
Answering the telephone 
Meeting callers 
Making appointments 
Other stenographic or secre-
tarial duties not listed 
II. Book 
13. 
keeping Activities 
Making entries in 
14. 
15. 
general journal 
pett~ cash book 
sales journal 
purchase journal 
Balancing cash 
Posting to 
general ledger 
acct's rec. ledger 
acct's pay. ledger 
il-1 taught 
From Lese Once Monthly In On the Both in 
!-1 than or or school job school 
hr. ! hr. twice lese and on 
every every a frequent~ · the job day ·· ~day w~~! .. 
l 
I 
,j 
J 
-
3 
Activities which 
need 100re instruc-
tion in school 
> 
C:HIOOK LIST OF ACTivi'l'IES PERFORMJm ON PRESENr JOB 
NOTE: Place a check mark in o~ one 1 
r each or the first two divi-column o 
siona to 
pe:rformi 
third di 
ties you 
in echoo 
r those duties .·· you are now 
ng. Place a check mark in the 
vision tor o~ those activi-
feel need more inatruotion 
1. 
Job or Activity 
kkeeping activities, continued 
Making a trial balance 
II. Boo 
16. 
17. Making a profit and lose 
18. 
19. 
20. 
21. 
22. 
statement 
Making a .balance sheet 
Fig'!lring discounts 
Figuring interest on notes, 
drattel_ etc. 
Figuring pay roll 
Other bookkeeping activities 
not listed 
ing Activities 
Tn>_ing letters from longhand 
III. Typ 
23. 
24. 
25. 
26. 
27. 
28. 
29. 
30. 
31. 
32. 
33. 
34. 
35. 
36. 
37. 
38. 
39. 
40. 
Typing telegrams 
Addressing envelopes 
Typing reports 
Typing cards for filing 
T_yping_ bills and invoices. 
Cutting stencils 
Filling in Printed forme 
'I'yping orders 
'!'n>ing checks 
T__yping form letters · 
Typing legal documents 
Typing articles & manuscripts 
Typing statistical work 
Typing inter-office memorandums 
Copying from rough draft 
T_yping policies 
Typing postal cards 
Frequency of performing duties on 
!present jc·b. 
More From From Lese Once 
than 1-2 ~ 1 than or 
2 hrs. hre. hr. !hr .twice 
every eTery every every a 
day -~ day day week 
Monthly 
or 
lese 
frequent},: 
Where activity ahould~e 
taw:mt l 
In On the Both in 
school job school 
and on 
the job 
3 
Activities whi ch 
rue-need more inst 
tion in school 
l 
co 
0 
~I 
CHECK LIST OF ACTIVITIES PERFORMED ON PRESENT JOB 
NOTE: Place a check mark in only one 1 
-
-
of each of the first two divi-column 
sione f 
performi 
the thi 
activit 
structi 
or those duties you are now 
ng. Place a check mark in 
rd division for only those 
ies you feel need more in-
on in school. 
Job or Activity 
yping Activities, continued III. T 
41. · Making master sheets for liquid 
42. 
I V. 0 
43. 
44. 
45. 
46 . 
47. 
48. 
49 . 
50. 
51. 
52. 
and gelatin duplicators 
Other typing duties not listed 
ffice Machines 
Ten Key adding machine 
Burroughs adding machine 
Sunetrand 
' 
Monroe, Marchant, or Freiden 
cal culator 
Billing machine 
Comptometer or Burroughs 
calculator for adding 
multiplying 
diTiding 
Bookkeeping machine 
Electric typewriter 
Mimeograph 
Gelatin duplicator 
ditto 
hectograph 
.Listing machine 
.Other machines not listed 
Frequency of performing duties 
present jo)J. 
More From From Less Once 
than 1-2 ~-1 than or 
2 hrs. hrs. hr. .!.hr twicE 2 • 
eTery every every everJ a 
dey day dey day week 
on Where activity should be 
+Auaht 
Monthly In On the Both in 
ar school job school 
less and on 
frequent~ the job 
3 
Activities which 
need more inetru c-
tion in school. 
co 
I-' 
Clll!X:K LIST OF ACTIVITD!S PERFORMED Oif PRESENT JOB 
NOTE: Pl.ace a check mark in only one 
column of each of the first two diTi-
for those duties you are now a ions 
performi 
third 
ng. Place a check mark in the 
diTision for only those acti-
you feel need more instruction vi ties 
in sch ool. 
V. Fi 
55· 
56. 
57. 
58 . 
59 0 
60. 
'61. 
62 . 
63 0 
Job or Activity 
ling Activit.ies 
.Alphabetic 
Numeric 
Subject 
Geographic 
Soundex 
Sorting and coding material 
Cross referencing 
Keeping a -rollow-up ti1e 
Other filing duties not listed 
VI. Ge neral Of-rice Activittes 
64. 
65. 
66. 
67 . 
68. 
69. 
70. 
71. 
72. 
73. 
74. 
75. 
76. 
Ordering supplies 
Opening, sorting, and distrib-
uting mail 
Making bank deposits 
Checking bills and invoices 
Folding letters and inserting 
into envelopes 
Doing cashier work 
Tald.ng inventory 
Waiting on customers 
Making out receipts 
Doing of-rice housekeeping 
Switchboard work 
Keeping a checkbook 
Other activities not listed 
1 
Frequency o-r performing duties on 
I :present job. 
More From From Less Once Monthly 
than 1-2 ~ 1 than or or 
2 hrs. hrs. hr. ! hr. twice less 
every every ever:; every a -rrequentl 
day d.a..T daT day week 
-
2 
Where activity should be 
taruzht. 
In On the Both in 
School job school 
and on 
the job 
3 
ActiTities w hich 
need more in-
struction in 
school 
co 
Z\) 
